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SUPERVI SOR OF DEPARTMENTAL RECORDS

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a responsible admnistrative and
supervisory position, the primary duties of which are
supervi sing Departnmental Record Clerks in the receiving and
processi ng of departnmental records and reports of activities.
The incunbent is responsible for training new enployees and
directly supervises and evaluates the work performance of all
Departnmental Record C erks. The incumbent of this class
perforns routine duties independently, and reports to and has
work reviewed by a Police Major who is in charge of the
departnment's adm nistrative functions.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which nmay be | ogqical
assignnents to this class.

Pl ans, organizes and directs the activities of the records
section of the police department with respect to equi pment and
personnel. Devel ops and nakes recommendati ons for new functions
when needed. Purchases or recomends the purchase of equi pnent
and supplies.

Directs and supervises the work of subordi nates assigned to the

Records Secti on. | nspects the appearance of equipnment and
personnel and assigns work. Eval uates work performance of
subordi nates and discusses evaluation wth them Wites

enpl oyee eval uation reports. Provides technical assistance when
needed to enpl oyees. Counsel s enpl oyees who are experiencing
wor k probl ems. Provides informal or on-the-job training for new
enpl oyees.

Supervi ses the processing of departnental records and reports
and checks them for conpl eteness, accuracy, and conformty to

est abl i shed procedures. | nspects systens and facilities for
mai ntaining records and reports and sees that these are
adequat e. Enters routine information in departnent records.

Fills out all fornms or records assigned. Reads graphs, charts,
manual s, records, reports or related departnent docunents and
conpi l es and organi zes data needed for witing reports.

Supervises the typing of letters, forms, nmenobs, statenents,
formal reports, or any other docunments assigned by the
supervi sor. Proofreads typed material and corrects errors.
Replies to any routine correspondence or requests by follow ng
departnental procedures or fromoral or witten directions from
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supervi sor.

Retrieves information or documents from files. Operates a
conputer termnal in order to enter or retrieve information from
files.

Answers any telephone calls comng in on assigned |ines and
handl es routine matters or transfers caller foll ow ng departnment
procedures. Answers questions and handl es any routine requests
by visitors to the police departnment. Supervises the opening of
incomng mail for the departnment and sees that it is sorted and
distributed to the proper person, section, or office.

Accounts for the noney and assets of the Records Section.
| ssues paynents from petty cash

Perforns any related duties assigned.

QUALI FI CATI ON REQUI REMENTS
Unl ess otherwi se specified, all requirenents |isted bel ow nust

be met by the filing deadline for application for admission to
the test.

Must neet all requirenents of the Miunicipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

After offer of pronotion, but before beginning work in this
cl ass, nmust pass a nmedi cal exani nation prepared and adm ni stered
by t he Appointing Authority, designed to denponstrate good health
and physical fitness sufficient to performthe essential duties
of the position, with or w thout accommodati on.

Must be a regul ar and pernanent enployee in the class of Records
Clerk with at least five (5) years in that class inmmediately
precedi ng the closing date for application to the board.
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